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SURJECTs; PREPARATION OF FITWESS REPORTS FOR ORGANIZATION BHPLOYEES 


GENERAL 
It is Organization fey that an evaluation be prepared for each staff 


employee 
and staff agent at Banco OOnt Feet ae eS bah ce te 
the effectiveness cf their werk perforwanes. Regulation tlines the ocy 1 


INITIAL REPORT 


& fitoess report will be prepared fer each employes as of nine months after his 
entrance on duty with the Organisation. This report is of particular importance 
in providing a record of the supervisor's evaluation of the employee before the 
completion of his twelve-month trial peried, An initial report may be deferred 
for a period mot to exeeed 30 days beyond the due date to provide the supervisor 
with additional time to evaluate an employee who has been under his jurisdietion 
for lees than 90 days. 


ANNUAL REPORT 


A fitness report will be prepared annually for each emplayee, exeept when a 
fitness report has deen made for some other purpose within 90 days of the annual 
report. due date, AP annual report may be deferred until the emioyee has been 
under the jurisdiction of the supervisor for 90 days. 


SCHRTMILE FOR THE SUPMISSION OF AMMUAL REPORTS 


GS 1 through GS~ 6 30 JURE 
G3- 7 through GS-10 30 SEPTEXBER 
GS-]l through 08-1? 31 DECEMBER 
GS-13 and abeve 31 MARCH 


INSTRUCTIONS 


FOR THE ATMIMISTRATIVE OFFICER: The fitness report will be prepared in accordance 
¥ in triplicate to the bead of the career service 
eon head af the career service will retain one copy and will forward 
the original and one other copy to the Office of Personnel. 


SECTION A GENERAL -—~ self-explanatory 


SECTION B EVALUATION OF PERFORMANCE OF SPECIFIC DUTIES 

section the supervisor will list the most important duties the emileyee 
hae performed during the rating period and will rate each cuty separately, Butics 
should be listed in order of importance. Compare when possible the individual 
being rated with othere performing the same duty at a similar level of respoasibil- 
ity. ‘Two individcals with the same job title may be performing different functions 
and ahould be rated on different duties. Very careful consideration should be 
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SECTION B (Continued) 


given to the Isting of duties and the rating given each duty because this section is 
an important basie for the evaluation of the employee for future assignmerts. if the 
job requires maintaining files, say what kind; if it requires preparing contributions 
to NIS chapters, say what chapters; ig it requires interviewing job applicants, say 
whet level or what kind of jobe; if it requires conducting investigations, tell what 
kind and for what purpose; if it requires Liaieon activities, tel] what kind and 
with whom; if it requires analysing reports or preparing reports, tell what kind, 
what subjects, ami for what purpose. 


Exarples: “Operates 1250 multilith prees® -- pot "operates press." 

*fypes research reports heaving many tables" -- not *typee." 

“Serves as senior case officer for 7 important current eperations using 
knowledge of French and Polish languages" -- net "senior case officer." 

“Supervises secori-] ine supervisors who direct economic research® -~ 
not "directs research," 

"Responsible for processing fiscal, financial, and buiget reports for an 
operating branch of SO people* -~ not "financial support.” 


SECTION © RVALUATING OVERALL PERFORMANCE IN CURRSNT POSITION 

Ynmking this rating the supervisor should take into account the employee's conduct 
on the job as well as his performance on all specific job duties. Each supervisor 
will weigh these factors in his om mind so as to arrive at a rating which will 
reflect an employee's value on the joe. It is quite possible for an imlividual to 


fe) 
work of the office or because of other personal qualities that he brings to the job. 


SECTION D DESCRIPTION OF THE EAPLOXES 
is section the supervisor considers the explayse from a succession of different 
angles and makes a nwber of close jaiguents about him, These judgaents should be 


SECTION B WARRATIVE DESCRIPTION OF MANHER OF JOB PERFORMANCE 

FR thie section the supervisor describes the employee's demonstrated abilities or 
deficiencies in the performance of his present job. any relatively high or very 
tow ratinge in SECTIONS B, ¢, and D should be justified by supporting statements. 
In addition, the supervisor may comment here on any extenuating cireumatances 
which affect the productivity and effectiveness of the employes. 


SECTION F CERTIFICATION ~~ Self-explanatory 
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